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ABSTRACT 

This document is an evaluation design for the 
University of Minnesota's Special Education Administration Training 
Program (SEATP) , a competency-based education program for the 
continuing education of professional, special education 
administrators. The document contains a description of the evaluation 
design and evaluation sequence, the evaluation instruments, and 
descriptions of the intended analyses and displays of data collected 
with those instruments. Appendix A contains the following 
instrumentation and data analysis: (1) data analysis overview; (2) 
experience questionnaire; (3) simulation participant evaluation for a; 
(4) participant self-rating questionnaire; (5) unit lesson evaluation 
form; (6) field consultant questionnaire; (7) participant 
consultation questionnaire; and (8) judgment questionnair e. Appendix 
B contains performance objectives for the areas of fiscal management, 
program development, and personnel management to assist the reader in 
assessing the congruency of objectives and instruments where 
appropriate. (MJB) 
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This package contains a description of the Evaluation for the 
Special Project "A Continuing Education for Special Education 
Administrators." Included is an Introduction, a description of 
the Evaluation Design and Evaluation Sequence, the evaluation 
instnaments and descriptions of the intended analyses and 
displays of data collected with those instruments. A list of 
performance objectives for the areas of Fiscal Management, 
Program Development, and Personnel Management is also included 
as Appendix B to assist the reader in assessing the congruency of 
objectives and instr\aments where appropriate. 
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!• Introduction 

1. Program Definition and Intents 
The Special Project entitled "A Continuing Education for 
Special Education Administrators , " was developed in response to 
the need for further training of special education administrators 
in the field. This identified need is based on three observa- 
tions (Prazichr 1971; Spriggs, 1971): 

(1) The sharp acceleration in growth of special education 
programs in recent years in Minnesota and thus the 
greater number of administrators of special education 
required. 

(2) Administration roles in special education are new 
roles and the competencies needed for these roles have 
not been specified: No certificate for a "director of 
special education" exists. Aliio, current special 
education directors are likely to be new people in these 
new roles: 64% have held their present position for 
less than two years prior to 1971-72; over half the 
districts have had a special education administrative 
position for less than 3 years, and almost half haVe 
had only one person in the position. 

(3) The training of special education administrators may 
not correspond to the roles they actually h,ave assumed, 
Spriggs' study of the role of a special education 
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director showed that 86% of respondents had "18 or 
more" credits in special education curriculum and other 
technical areas • Seventy-nine percent had nine or fewer 
credits in administration or supervision of special 
education? over half had nine credits or less in school 
administration. The new director nay also not have 
developed these competencies because his previc.is 
position - e.g. MR teacher,, speech therapist, etc. - 
did not require titem. His selection for a leadership 
position may have been the result of his success as 
a teacher. However, his duties in his new position 
became administrative ones. 
There is also other informal evidence that current special 
education directors are in need of further training. One notes 
the numerous and repeat*^ request directors make for consultative 
assistance - from State Department of Education, central office 
personnel, SERC's, or independent persons. Needs are also 
apparent in the types of questions they ask — questions regarding 
program evaluation, finance, personnel, decision making, commun- 
ications skills (including letter writing) , law, and organizational 
structure . 

The general purpose of this program is ^ ** " 

"to improve management of special education programs by 

providing training opportunities to persons in leader- 
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ship positions in those programs, and to do so by means 

of a model applicable to continuing education for other 

types of positions •"^ 
The responsibilities and geographic location of special education 

directors in Minnesota, make it difficult for them to participate 

in the current advanced training program on the University of 

Minnesota campus. The basis of this continuing education model 

is a series of short courses, each of which is designed to 

teach specific skills or competencies needed by ^current special 

education administrators. The project co-director state that 

"this approach woiild have the advantages of easier access to 

training, better identification of competencies needed, flexibility 

to meet changing needs of administrators, and replicability • " 

In summary the project goals are as follows: 

(1) To determine the present edurational needs of directors 
of special education in Minnesota, 

(2) To increase the administrative competencies of leader- 
ship personnel in special education by means of an 
alternative training program. 

(3) To disseminate the findings of this project to other 
universities and state departments of education. 

This project is currently in the first month of its second 

year of operation. The project is supported by a three year 

grant from the Bureau of Education for the Handicapped, United 

States Office of Education and the University of Minnesota, 

1. Project Proposal 
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College of Education, Department of Special Education and 
Division of Educational Administration. While no formal evaluation 
was conducted during year one of the project, a brief descrip- 
tion of first year project activities will provide continuity 
for the current evaluation. 
2. Year One Activities 
The primary activity during the first year of the project 
was the definition of the competency areas of special education 
administrators. This needs assessment indicated that a nvutiber 
of specific competencies were perceived as important for special 
education directors. The three areas selected as having highest 

priority for project focus for the first year were: (1) Fiscal 

» 

A«ianagement, (2) Personnel Management and (3) Program Development. 
These areas were selected on the basis of the following dooments: 
(1) A 1972 and a 1973 survey of special education directors; (2) 
"Special Education Cooperatives and Regional Projects/' George 
D. Prazich, 1971; (3) "A Taxonomy of Problems Identified by 
Minnesota Administrators of Special Education as Defined Through 
Latent Partition Analysis," Arthur E. Byleau, 1973. 

Following the identification of the three target areas, three 
additional needs' assessment strategies were implemented: 

1, Goal Analysis 

The Goal Analysis methodology discussed by Mager 

was adopted for the project and consisted of the organization 
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of three separate panels of experts • Each panel was 
■assigned the task of setting essential performances or 
specification of behaviors for minimum competency within 
one of the three domains of Fiscal Management, Personnel 
Management, or Program Development. 

2. Job Analysis 

A formal job analysis of the posirion of the director 
of special education was conducted. The procedures and 
methodology used are those developed by the Industrial 
Relations Center at the University of Minnesota. This 
job analysis provides empirically derived data on the 
significant competencies needed for the position of 
director of .special education in Minnesota. 

3. Anthropological Field Study 

An anthropological field study of the position of. 
special education director began April, 1974, and is 
scheduled to end May, 1974. This study will describe the 
critical competencies or attributes which make a person 
competent as a director of special education in Minnesota. 
The study will encompass the observation of a complete 
year's cycle for the position. of special education director. 
This study will provide additional data to further refine 
and cross validate results of the Goal Analysis and Job 
Analysis. 
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TSie compe^%fincies that are surfaced by these three techniques are 
not setiii as fixed, but rather as points of reference for iniiv^diate 
planning and program implementation. 
V.T . Evaluation Design 

The evaluation of this Special Project is conceptualized as 
consisting of two major categories: Process Evaluation and Outcome 
Evaluation. The following narrative describing thes^ two evaluation 
activities includes a discussion of the concerns in each category, 
who the primcory audience is for each concern, who the primary data 
source is for eacli concern, and the data collection instnanent 
for each concern. An outline entitled. General Evalua-^ ' n Design 
is included at the end of this section. 
1. Process Evaluation 

The Process Evaluation of this project is concerned with 
monitoring and inproving two general lareas of activity: 

(1) Activities related to the implementation and completion 

of stated project plans, events, and objectives according to schedule. 

(2) Activities related to the management of events, personnel, 
resources and communication. 

Nineteen Process -Management Objectives were developed by 
this evaluator in conjunction with the project co--directors. 
Also, devised was a Ghant Chart which specifies implementation 
and completion dates for the nineteen objectives. The objectives 
and time-line were developed to ansure on-schedule initiation 
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and completion of project activities and to maintain focus on 
iii5)ortant management tasks. The responsibility and time frame 
specifications for each of the objectives will also assist in 
evaluating the performance of the project staff, A discussion 
of each of these objectives will be included in tne final 
evaluation report. In some cases r specific docximentation for 
meeting objectives will be available; for example, the in-staff 
review procedure will result in data which indicates the per- 
centage of reviewed and returned products and proposals by the 
staff. For other objectives, samples from the project ^^irector's 
office file will be used to document objective completior. The 
Process -Management Objectives and Ghant Chart are included 
following the evaluation design outline which is at the end of 
this section. ^ 

The participants (special education directors) will serve 
as a source of non-staff process data. The Simulation Participant 
Evaluation Form, Judgment Questionnaire, Participant Consultation 
Questionnaire, and Simulation Participant Interview are completed 
by the participants and each will result in ii./ormation concern- 
ing mant-gement and organization of a particular phase of the 
prograr,u (All instruments and descriptions of the intended 
data analysis are included as Appendix A.) The field consultants 
and Outside consultants will also provide non-staff process 
information. The field consultants will complete a monthly 



9 



questionnaire while the outside consultants will be utilized 
in reference to specific Process -Management Objectives which 
refer to product development and review. 

The primary audience for the process evaluation .is the project 
staff. The collection of process data is conceived of as a 
continuovis and on-going feedback proced'vure. Thus, the data 
gathered can be utilized by the staff oo'upgraae the program by 
in^lementing suggested changes and monitoring the effects (from 
several data sources) of those changes. Secondary, yet important, 
audiences of the Process Evaluation include the funding source 
(BEH) , the Minnesota State Department of Education, and educational 
professionals interested in competency-based and field-based 
education programs. 

2. Outcome Evaluation 

The second major area of the evaluation design concerns 
program outcomes. This includes: (1) assessment of the effects 
of the training program on participant performance; (2) assess- 
ment of the products developed for the training program; and (3) 
judgments about the over-all outcomes of the. program. 

The participants, simulation panel, and the course authors 
will serve as data sources for assessing the effects of the 
training program on participant performance. The participants 
will complete the Criterion-References Test, the Participant Self- 
Rating Questionnaire, the Simulation Exerciese (assessed by a 
panle of experts) , and the Unit Exercises (which cover the 
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course materials and are assessed by the course authors) . The 
competencies identified in the goal and job analyses and the 
resulting performance objectives in the areas of Fiscal Management, 
Program Development/ and Personnel Management, serve as the focal 
point for evaluating the effects of the program on participant 
performance. The Criterion -Referenced Test, Participant Self-Rating 
Questionnaire, and Simulation Exercises were developed in close 
reference to the performance objectives. Ideally, on-site 
observations of participant performance in relation to the ob- 
jectives would be performed, at minimum, on a pre and post basis. 
This behavioral assessment would also be in concurrence with the 
present trends toward competency based certification in the field 
of education, ^-^hile such an evaluation system was investigated 
thoroughly, it was decided, on the basis of cost, that such a 
procedure would not be adopted. 

Produce evaluation data sources include the participants, 
field consultants, and outside consultants. The participants 
complete Unit Lesson Evaluation Forms following completion of 
each competency section in the course materials. The field con- 
sultants respond monthly to the Field Consultant Questionnaire. 
This instrument is completed following the monthly field consul- 
tant-participant consultation. Outside consultants provide 
evaluative feedback concerning certain program products (course 
materials, performance objectives). Outside consultants have 
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been utilized frequently in the development and review of program 
products and procedures. 

The participants also provide information concerning over-all 
judgment of the program by completing the Judgment Questionnaire. 
This instrument will be administered three times during the par- 
ticipant's involvement in the training program. 

The primary audience of the performance data will be the 
special education directors participating in the training program. 
The results of the Criterion-Referenced Test and the Simulation 
Exercise, will be eitployed in determining entry level performance 
on the objectives and individually assigning instruction. Par- 
ticipants will work on objectives they did not demonstrate 
mastery of on the Criterion-Referenced Test and Simulation Exercises. 
The Criterion-Referenced Test will also be utilized in determin- 
ing whether the participant has attained competency on those ob- 
jectives he has been working on. 

While the participants will utilize the performance data as 
an instructional aid, several additional audiences will use this 
data in a more "evaluative" fashion. These audiences include the 
project staff. Bureau of Education, Minnesota State Department 
of Education and professional educators interested in competency- 
based education. 
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General Evaluation Deslc;n 

I* Program Process Evaluation 
A. Data sources 

1. Project staff 

a. Related to particular Process-Management Objectives which 
refer to the monitoring of procedures and deadlines 

b. In-Hourse Review data 

2. Participants 

a. Simulation Participant Evaluation Form 

b. Simulation Interviews 
e. Judgement Questionnaire 

d. Participant Consultation Questionnaire 

3. Field Consultants 

a. Field Consultant Questionnaire 

4. Outside Consultants 

a. Related to particular Process-l-Ianagement Objectives 
which refer to materials development and review 

II. Program Outcome Evaluation 

A. Performance Data Sources (Knowledge and Application) 

1. Participants 

a. Criterion-Referenced Test 
. b. Participc\nt SelfrRating Questionnaire 

2. Simulation Panel 

a. Assessment of participants' performance on Simulation 

3. Course Authors 

a> Assessr.:L!nt of participants' performance on Unit Lxercises 
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Product evaluation data sources 

1. Participants 

a. Unit LessQn Evaluation Fom 

2. Field Consultants 

a. Field Consultant Questionnaire 

3. Outside Consultants 

a. Feedback from experts in the field including Educational 
Administration faculty and the Minnesota Administrators 
of Special Education Advisory Committee 
Judgement Data Source (Over-all assessment) 
1, Participants 

■ a. Judgement Questionnaire 
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The following procoss-aonagement object.rv.eri v;erG developed to fcicilitatc 
the assessment of r-i-'oj^^ct activitio^^ including product devclopinent , product 
-implementation, staff functioning, cc:r;nunications , etc. An Event-Tiina 
chart for thes-n objoctJvc^j is attached. This cl^nrt specif ies the time 
frame for ciclvation of these objectives. 

(1) Specific job dcscript j.onro for euch position r:?iy>ociatcd \/ith the Special 
Educatica AOf^lnistration Training Project (3EATP) in \,-::itten .forin^.will 
be develop-d and filed witli the Project Directors; and, appropriate 
"staff to fill those positions including a, project coordinator, secre- 
tary, evali:ator, consultants, research assistants, editor, and others 
when neccsnary v;i3.1 be hired. This is an ongoing activity. 

• (2) The Project Directors will hold vreekly incetings for discussion and 
feedback purposes vith the SEATP staff- Written records of ther^e 
meetings will be kept and filed v:ith the Project Directors. This is 
an ongoing activity. ; . 

(3) The Project Directors, v/ill arrange for and provide adequate operating 
facilities (i.e., space) and resources (i.e., instructioncil and 
reecrencc naterials) for the project str.ff . This is an ongoing activity. 

« 

■ (4) The Project Directors will cor.iply v.'ith all University, Str.ate and 

Federal re.qulationr, coi-.ccrning funding oi! thf.- project. Any diffi- 
cu.ltion in cc-:v.pliance vith therjc regulations will be reported to the 
appropriate agency raul a vnritten record will be kept on file in the 
Project Dirc-'jtor ' K office. This is an ongoing activity. 
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(5) A roport c£ Vr^jjcct c'.ctivi tier, fcx tho prcviov.s yeor an.T a coi\tiraicttioa 
request will be filed by Octcher 15 of each year with tV;e Project 
Officer at rii;H, Special Projects Branch, Thic v;ill be done by tha 
Project DirrjctOu:i: and a record of the filing v;ill be maintciined. 

(6) The Project Dir^.c*:ors v/ill file any interim reports requested by the 
Project Officer at EEll and regular ccTin\unications with the Project 
Officer a'c E":! concerniiirj the oncoing activities of the SEAT? v/ill bo 
r-v"* int.ained. A record of £?.ny Jruch report:^ and communications ;:ill ba 
kept in the 3"^rojnct D\rc:;tors* office file,- This is an onvjcing 
activity, ^ 

C7) Thc^, Project Directors vill develop a prcliiTiiiiary working pap'^r present- 
ing a general cyster^.s ir.odcl for the ccmpetency-based training model. 
A copy of this papco: v;.lll be ca file in the Project Directors* office, 
?his paper v.^ill be distributed before September 1, 1974, 

(8) Tho Project Directors v.^ill develop and submit to BEH a report thoro\irhly 
describing the- training raodel and docvmcnting its application. This 
report vrill be on file in the Project Directors' Office, This report 
wi]l be submitted by Septcr/ber 1, 197.1, 

09) The Project n.i rectors and Project Coortlinator will develop c?.nd imple- 
ment a fiL-ce.l nnd perronnol n'.onitoririg sy:^tein. This systc-n will be 
iniplc.n^er.ted Ly ScptorrLcr 1, 197*1 • 

(10) The Project Directors v/ill di^sncrr.irrite information concerain'-j SEATP 
at appropric.'-.c rrrjional and natior:r.l conferences. A record of such 
ino'A-.iny:-: w*ll V.-ipt and f.ilcci in the Project Directoi:^' office, 
Thi:; it' an oiv^oirg activity. 
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ClXl The I't-ojoct Di/uctors in conjuncticii with Lhn f/.o-ject st^Cf w.i.11 dtvolcp 
a tiir.c-linc in.-Zicating ccn-.plctioii dntss for fill project proclucts and 
activities iticluding objectives, rajtorials development, instruction, and 
testing dates, printing, etz. This v;ill be developed by Juno 1, 1974. 

(12) The Project Directors v:iJ 1 develop and iir.plenent a proccdiire for the 

review ar.d critiquing o£ E Cr.Tf- prcductG by oxportr, in the fiold. Materia] 
to bo revi£-..cd ixizlvdc covrse :naLe.>:i;.ls, participant c-f^sossriicnt proccdurcr 
the yjjnulatio?!, ar^d tho instruction.:.! objectivci;. Feedbacl: fron the 
rcviovers will he kept on file by the Project Directors^ This is an 
ongoing activity. 

(135 The Project Directors v;i.n identify pj.rticiparit qualification: and . 

develop a procedure for selecting participants. Participants will be _ 
selected by Octobar 15, lSi74. 

(14) The Project Directors will identify additional consultants (coijrse 
n»aterial, authors, field consultantr:;, etc.) and hcep a record of all 
contributors to the SE7.TP. This is an ongoing activity. ; 

(15) Th- Project Directors will develop and iir.plement procedures for publi- 
cising the SEATP. A record of all publicity activities will be irain- 
taincd ar.d kept by the Project Directors. This is an ongoing activity. 

(16) Vho. Project nivcctors v.-ill provide vithin two (?.) weeks following any ' 
testing or training c:':pori-nc«, icc-dback to the pa rticipantr: concerning 
thnir perfon:v?.iice. The Project Diroc-tors will maintain files of 
participant:-.' perfom.ince. This is an ongoing activity. 
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) The Project Lvaluatioa vill inr.titutc a procedure for acquiring staff 
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iucabocY. conceriij.nj instructional and a<:scf3srr.ant rcocceuires an.i products 
Thir. procedure v/ill be iiri^lcmented by August 1, 1074. 

(18) The Project Directors will conduct a preliminary investigation of the 
transfer capabilities of the Special Education Jy.ljninistration Trainina . 
Model to other non-cducationa]. fields and non-adir.inistrativo positions. 
RGccrdr. of t>:is invectigc-Lion v.dll be maintained by the Pro-je-^-" Director 
Thirs in an cncj ^^ng activxty. 

(19) The Project Directors will disseiniaate special education adiainistratiou 
traiiiJ-ng throuqh application of the training mod^l to several adjacent , 
states. A record of such training projects will be kept by. tVie Project 
Directors. Training v;ill*begin during the spring of 1975. 
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III. Evaluation Sequence 

1. Evaluation Activities 
A flow chart entitled, Evaluation Sequence follows this 
narrative. This chart attempts to graphically display as pre- 
cisely and economically as possible/ the evaluation events and 
their sequence. Included is a legend indicating the data source 
and the inst3niment utilized in collecting the data. 

This sequence of evaluation activities is conceptually and 
practically in a reiterative process. While the pre-program and'' 
ongoing evaluation activities remain constant throughout the pro- 
gram, the activities listed in Phases I, XI and III recur as,-' 
participants progress through the program. 

During Phase I, participants complete the Criterion-Re- 
ferenced Test, the Participant Self-Rating Questionnaire, the • 
Simulation Exercises, and the Simulation Participant Evaluation 
Form. During Phase 11, each participant responds to the unit 
exercises and ijinit lesson evaluation forms upon completion of a 
particular unit (e.g.. Sources of Funds in the Fiscal Management 
Area) . The participant then again completes the Criterion -Refer 
enced Trjst for the particular objective he has been working on. 
Upon mastery of the objective, the participant begins a new ob- 
jective. The participants and field consultants also complete 
Lhe field Consultant Questionnaire and the Participant Consul- 
tation Questionnaire monthly during Phase II. 



20 



EVALUATION SEQb-ENCE 



Lfegend 

Data Sources : 

a * Participants 

b - Field Consultants 

r - Program Staff 

d - Outside Consultarits 



Areas 

I. Fiscal Mariagement 
Objectives 

1. Sources of Funds 

2. Budgeting 

3. Plan and Manage Funds 

4. Record Keeping and Reporting 

II. Program Development 
Objectives 

1. Needs Assessment 

2. Child Study System 

3. Organization of Design Elements 

4. Evaluation System 

III. Personnel Ilanagenent 
Objectives 

1. Staff Relations 

2. Manpower Planning 

3. Recruitment and Selection of Staff 

4. Staff Development 

5. Evaluation 
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Evaluation Sequence 



Pre-Prograai and Ongoing 



!• Process-Management Objectives 



I 



Phase I (Entry-level Assessment) 

1. Criterion-Referenced Test by Area 

2. Participant Self-Rating Questionnaire 

3. Simulation Exercises 

4« Simulation Participant Evaluation Form 
Cat each simulatiorO 



Phase II (Instruction) 



1* Unit Exercises 

^2. Diiit Lesson 

Evaluation Forms 



f 

Upon completion of unit 

•I 



a I 
1. Criterion-Referenced 

Test by Objective 



Monthly 



Field Co'*aultant 
Questionnaire 



2. Participant Consultation 
Questionnaire 



Upon Completion of Individual Areas 



Phase III (Exit-Level Assessment) 
I ^1. Participant Self-Rating Questionnaire 



(following completion of each area: Fiscal, Program, Personnel) 

^"2. Judgement Questionnaire 

(following ccr.pletion of each area: Fiscal, Program, Personnel) 



Upon Completion! of All Areas 



Phase IV (Final Assessment) 
1. Criterion-Referenced Test 



a. 



2. Simulation 
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When the participant finishes all the objectives in an area 
(Phcise III) f he responds to the participant Self-Rating Questionnaire 
and the Judgment Questionnaire. The participant is then ready to 
begin work in a new area. The Final Assessment (PhaselV) con- 
sists of the Criterion-Referenced Test and Simulation for all three 
areas (Fiscal, Personnel, Program). 
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!• Overview 

Appendix A includes most of tae instruments to be employed in the evalu- 
ation of the Special Prcjectr "A. Continuing Education for Special Education 
Administrators." Each instrument is followed by a brief description of the 
intended analysis and display of the data collected with that instrument. 
The frequency of administration of each of the instruments is also specified 
Neither the Criterion-Fjeferenced Tests nor the Simulation Exercise are 
appended. 

The Criterj^on-Referenced Tests will be tested on a pre-post basis for 
significance levels. They will also be correlated with the participants* 
performance on the Simulation Exercises and with the Participant Self-Rating 
Questionnaire for each administration. Intra- and inter-rater reliaoility 
indices will be calculated for the Simulation Panel's assessments of partici 
pant performance on the Simulation Exercises. The Criterion -Referenced 
Tests (in various lengths ajid item make-up) will oe adrlinistered to each 
participant a maximum of 17 tines (if the participant does not demonstrate 
mastery on any of the pre-tests). 

Any changes (procedural, organizational, etc.) in tne program which 
result from complaints or suggestions by tne participants will be recorded. 
A summary description of those changes and the motivating variables will 
be included ia tne final evaluation report. 



I 



II. Experience Questionnaire 




8/5/74 



£zpetieAce Quescioonalra 



■grrr First iUddle 



X. ladicate your present position using the following classification 
87s ten. 

1 - Special Education Director 

2 - Special education Adzir.istratton 
3.- Regular Education Administration 

4 - Special Education Teacner 

5 - Regidar Educaticn Teacher 

6 - Social Worker 

7 - School Psycnoiogist 

8 - Speech Clinician 

9 - Counselor 
ID - Other 

H. Indicate your experience in each of the positions listed. Use the 
followins classification systea; 

1 - No experience 

2 - One year or less 

3 - More than one year to three years 

4 - More than three years to five years 

5 - More than five years to ten years 

6 - More than ten years 



Special Education Director 
Special Education Adrir.istration 
Regular Educaticn Adzir.istration 
Special Educaticn Teacher 
Regular Educaticn Teacher 
Social Woriter 
School Psycholcsist 
Spc<3tch Clinician 
Counselor 



XII. Use the above classification systen to indicate the length of tine in 
your present positicr.. 

IV. Use the fcllovins classif ica:icn system to indicate your highest 
degree earned. 

1 - Bachelor's degree 

2 - Master's dc^r^e 

3 - SpecicLllii da^ree 

4 • Doc:orai d;2^ree 

V. Pleise ir.dlczt£ ycur cajor field in each of the categories that apply 
to you U-o-» ^'^'^2.1 ?.e:arda-icr., Psychoicsy, etc.)* 



Majcr Field fcr bachelor's degree _ 

Major Field fcr Master's decree 

Major Fi-2ld :cr Specialist's de^jree 
Ma^or Field fcr ijwCtorai dc 



- • o ta 
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Experience Quest loan aire 

This questionnaire will be mailed to the Participants with the entry- 
* level Criterion-Reference Test and Participant Self -Rating Questionnaire. 
It will be collected at the first simulation. 

The variables listed will be correlated with various performance vari- 
ables, e.g., the Criterion-Referenced Test, Simulation, time to completion 
of the program. This will result in information concerning relevant back- 
ground e:cperiences of the Participants. This correlational analysis will 
not be performed tnis year. Due to sm^ll sample size, the analysis will 
not be complete for two years. 
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III. Simulation Participant Evaluation Form 




SIMULATION PARTICIPANT EVALUATION FORM 



Date 



Location 



Section I 




Please indicate your level of agreement with the following statements. 
Circle your response using the following key: 



1. Strongly disagree 

2. Disagree 

3. Undecided 

4. Agree 

5. Strongly agree 



1. My expectations about the simiilation have 
been fulfilled. 

2. This simulation has been valuable to me. 

3» Hiis simulation was well organized. 

4. The Criterion Referenced Test was well 
organized. 

5« The Criterion Referenced Test accurately 
covered the conipetency areas, 

6. The simulation accurately covered the topic. 

7. Enough time to complete the simulation 
activities was alotted. 

8. Enough tirr.e to complete the Criterion 
Referenced Test was alotted. 

9. -The presentations of the simulation were 

effective. 



1 
1 
1 



2 
2 
2 



1 
1 



3 
'3 
3 



4 
4 
4 



3 

3 



5 
5 
5 



5 
5 
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10. What level of achievement do you feel you obtcdned at the simulation? 



1) 


Superior 


2) 


Above Average 


3) 


Average 


4) 


Below Average 


5) 


Poor 



ir. Please rate the following as satisfactory (S) or \znsatisf acto^^ (US) . 
(Qieck the response which best reflects your opinion of each/xtem.) 

If unsatisfactory (UG) , 
please indicate the 
/ • reason(s) following 
that item. 

1. Meals provided S US 

2. Your room S US ' • 



3. Service S US 



4. Room temperature S US 



5. Ventilation S US 



12. Continue Question 11 
1. Lighting S US 

. /' 



,..2. P^cm size S US 



/ 

/ 
f 

3./ Room arrangen\ent 

/ 



US 
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SECTICN III 



!• Give at least one suggestion you have for improving the content (with 
reference to measuring perfonncince on objectives) for this simulation, 



2. Give at least one suggestion you have for improving (with reference to 
measuring performance on the objectives) the simulation presentations. 




Give at least one suggestion you have for improving the simulation 
organi zaticn • 



Give at least one suggestion for improving (with reference to neasur 
ing perfomliance or objectives) the Criterion Referenced Test. 



SIMULATICW PARTICIPANT EVALUMION FORM 

This questiOiinaire is a modification of the V/orkshop Par- 
ticipant Evaluation fom used at the workshops during the 1973-74 
phase of the project. 

The results will be displayed in the following manner: 



1 2 3 4 5 



1 












2 








• 

• 




3 












4 












5 












6 












1 

7- ■ ■ 1 ■ 


! 









Cells could be filled either with tlae number or participants 
choosing each response, or the percentage of participants choos- 
ing each response. 

The data could also be displayed in polygon form for each 
item with either frequencies or percentages on the ordinate and 
responses on the abscissa. 



I ! ! ! !_ 

1 "2 3 4 5 



:J8 



25 



20 



15 



10 



5 



0 



1 2 3 4 5 



Mean scores for each of items 1-8 would be calculated also. 

For items 9 and 10 the number of participants selecting each 
response category (satisfactory - -unsatisfactory) would be 
tabulated, A brief narrative describing suggestions would be 
included. 

This questionnaire will be administered at each of the 
simulations. The finctl form will inclu<3e a section asking the 
participants to rate specific activities at the simulation. The 
format for this section will be finalized when the agenda for 
each simulation is^developed, •- 



IV. Participant Self-Rating Questionnaire 



Participant Self-Rating Questionnaire 
Fiscal Management 



Name 
Date 



Use the following rating scale to indicate what you believe to 
be your level of skill on each of the performances: 

1. Highly Unskilled . ^ . . 

2. Moderately Unskilled 

3. Average Skill 

4. Moderately Skilled 
5* Highly Skilled 



I. Sources of Funds 

1) The ability to identify Federal sources of Special Education 
funds. 

1.1. The ability to state about each Federal source: 

(a) The purpose of each fund 

(b) The ages and types of students for whom it* 5? intended 

(c) The requirements and procedures for fund applications 

(d) How the funds are to be used 

(e) The funding pattern 

1.2. The aibility to correctly complete application forms for each 
Federal source of funding. 

, 2) The ability to identify Minnesota State Department of 
Education sources of Special Education funds. 

2.1. Thft ability to state about each state source: 

(a) - The purpose of each fund 

(b) The ages and types of. students for whom it's intended 

(c) The requirements and procedures for fund applications 

(d) How the funds are to be used 

(e) The funding pattern 

2.2. The ability to correctly cor.plete application forms for 
each state source of funds. 



4 < 
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3) The ability to identify Minnesota private foundation sources 
of Special Education funds. 

3*1, The ability to state about each private source: 

(a) The purpose of each fund 

(b) The ages and types of students for whom it's intended . 

(c) The requirements and procedures for fund applications 

(d) How the funds are to be used 

(e) The funding pattern 

^•2, The ability to correctly coinplete application forms for 
each private source of funds • 

' 4) The ability to specify state residency requiremer cs or 

responsibility for serving resident and nonresident students 
within a district. 



5) The ability to specify legal responsibilities of a school 
district for se?nring handicapped students based upon state 
and federal laws, regulations and guidelines for serving the 
handicapped. 

6) The ability to specify a school district's financial respon- 
sibilities' and options (including interdistrict , single 
district, and cooperative) for serving hanc.icapped students 
based upon state and federal laws, regulations, and guidelines, 



II. Budgeting 

1) The ability to plan and prepare a Special Education budget 

(including state aids) based upon a program planning budgeting 
system and which cor.forms to the portion of the Minnesota 
Uniform Accounting Manual on budgeting. 



2) The ability to identify the appropriate financial officer 
whom the budget should be prepared. 



III. Plan and Manage Fund*; 

1) The ability to explain basic school accounting procedures 
prescribed by state and federal law and the Minnesota 
Uniform Accounting Manual including: 

1.1. Major account categories and their limitations. 

1.2. Cost accounting* 

1.3. Accounting for salaries. 

1.4. Integrating public and private funds. 

1.5. Accounting for non-resident students. 

1.6. Authorizing special education expenditures. 

1.7. Determining budgeted fig\ares, expenditures and funds 
remaining in any special education account at any time. 

1.8. Making legal changes ir* accounts. 

1.9. Making legal transfers of funds. 

1.10. Proration of state aids and excess cost reimbursement. 

1.11. Cash flow, borrowing authority and investment. 

2) The ability to explain and demonstrate procedures and 
purposes for forecast fiscal needs for special education 
given necessary financial data about the program. 

3) The ability to explain and demonstrate purposes and 
procedures of fiscal auditing and how to prepare for a 
fiscal audit. 



IV. Record Keeping and Reporting 

1) The ability to develop and maintain district special 
education financial records and reports as required by 
regulations. 
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2) The cibility to properly prepare and siibrnit on time the 
required state and federal forms requesting financing and 
reporting expenditures. 

3) The ability to prepare and present to the appropriate 
board a report of the district's special education financial 
needs that includes: 

3.1. Documentation of the needs (program and financial). 

3.2. Statement of district's legal responsibilities as 
determined by state and federal law. 

3.3. Cost anal^-^sis and comparison of alternative programs 
that will meet heeds. 

3.4. Economic value of special education. ^ 



1 : 



Participant Self-Rating Questionnaire 

This questionnaire will be administered to the participants upon entry 
Into the training progran. It will be re-administered following completion 
of each area (Final, Personnel, Program). At the re-administration partici- 
pants will be given their initial ratings (entry) and asked to re-rate their 
entry level ratings. At the re-administration they will also be required to 
rate their exit level performances. This procedure will result in three 
discrepancy analyses. 

Using the following code: 

A - Ratings at Entry 
B - Re-rating for Entry 
C - Ratings at Exit 

the three discrepancies will be: , 
A - B 
A - C ■ 
B - C 

A - B will indicate the degree of chan-ge in what participants believed 
was their entry level performances on each of the objectives- 
A - C will be a pre-post analysis. 

B -*C will also be a pre-post analysis but using the re-rated entry 
level scores • 

Both A (Ratings at Entry) and B (Re-ratings for Entry) will be correl- 
ated with the entry Criterion-Referenced Test and with the Simulation Exercises . 
C (Ratings at E:<±t) will be correlated with tne post Criterion-Referenc^^u 

Test. 



J-;t 
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V. Unit Lesson Evaluation Form 
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O/O/ 



UNIT LESSON EVALUATION 



NAME 
DATE 



OBJECTIVE 



UNIT LESSON 



Please complete this form and return it with your assignment for this unit. 
An envelope is provided, ^ 

Your response to every question is needed, 

I. COURSE MATERIAL - Circle the response indicating your l^vel of agree- 
ment with each statement. ^ * 



X. The course material is well 
organized and developed in 
coherent sequence. 

2. The length and scope of the 
course material was adequate. 

3* The course material clearly 
conveyed abstract concepts 
and theories. 

4. Basically, the course material 
provided r.e with learning and 
learning tools which were new 
to me. 

5. The style of writing was clear, 
concise and interesting. 

6. The course material provided 
me with activities which were 
practical .nci aot cake work, 
activities. 

7. The course n.-xerial is 
closely relacdd to the 
objeCLiveij. 




I 


2 


3 


4 


5 


1 


2 


3 


4 


5 


1 


2 


3 


4 


5 


1 


2 


3 


4 


5 


1 


2 

■ 


3 


4 


5 


1 


2 


3 


4 


5 


1 


2 


3 


4 


5 
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8, Vlhat would you do to improve this course material? 



II. SUGGESTED READING S 

1, Which reading in the lesson did you find most helpful? Cindicate 
by author and title or by Unit, e.g., Unit IX, Appendix B) How 
vere they helpful? (A few words, such as •'background" or "under- 
standing" will be sufficient) 



2, List any of the suggested readings that were not useful to you 
and tall why riiey did not meet your needs CThe title after the 
appropriate word will be sufficient): 

Nothing new: 

Inaccurate: 

Redundant: 

Hard to R^ad: 

Hard to Understand: 

3. Put a check, in the proper space 
A) ir.ore or other required readings 

B) f^wer or other required readings 

C) no chani.,e in the required readings 



I would recommend:^ 
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4. Would you prefer an assigned text(s)? 

A) Yes 

B) No 



If yes J can you suggest any? 



Ill, WRITTEN ASSIGM:1ENT - Circle the response indicating your level of 
agreement with each statement. 



1. The assignment was clearly and 
unambiguously stated. 

2* The length of time required to 
complete the written assignment 
was reasonable 

3. The written assignment really 
gave me an opportunity ;:o 
show what I had learned. 

4. The written assignment was not 
a make work activity, it wss 
something I presently do. 



5. What would you do to improve the written assignments for this 
lesson? 



6, Were ctuer maLerials required, in addition to those provided, for 
conplecion of the ei-iercises? If yes, please list them. 
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Uni t Lesson Evaluation 



The Unit Lesson Evaluation Is coapleted by the Participants following 
each Unit Exercise. 

The results for the itens in Sections I and III will be displayed in 
the following manner: 

Mean 

Cx) 2 ' 

1 

12345678 9. 10 ~ 

Unit ^ 

Item 1. The course material is well organized and developed in 
coherent sequence. 

Response to renaining iteins will be sampled and brie^Zly described in 
the final evaluation report. 
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VI. Field Consultant Questionnaire 
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Draft it! 
8/2/74 



FIELD CONSULTr\NT QUESTIOIsNAIRE ■ 

Name ; 

Please respond to the following questions following your consultation with 
the participant Cs). 

1. Please list the participants who attended this consultation. 



2. Where was the consultation held? 

school name 

street 

city 

Please check the appropriate items. 

Consultant's Office 

Participant's Office 

Consultant's School 

Participant's School 

Other 

3. When was the ccnsultation held? 

^xJd 

ir.cuca cay' year 

From to 

time time 

4. What w'iH t^^ . ni.iJLn ucpic of the consultacicn? 



2 




Please Indicate your level of agreeinent with the following statements. 
Circle your response using the following key: 



1. Strongly Disagree 

2. Disagree 

3. Undecided 

4 . Agree 

5. Strongly Agree 



1. All that was intended for the 
consultation was accomplished • 

2. The consultation was worthwhile 
for the participant (s) . 

3. The training program is well 
organized. 

4. The course materials are 
closely related to the objectives, 

5. The exercises are closely'' related 
to the job of Special Education 
Director • 

6. The exercises v;ere difficult. 

?• The course materials are well 
organized and developed in 
coherent sequence. 



1. Please rate the frequency of the monthly consultations. 

(a) Too Frequent 

(b) /vbouU Riv^ht 

(c) Not Frequent Enougii 

(d) Uncertain 



3 



2. Were there any weaknesses in the course materials? 

(a) Yes 

■ Cb ) No 



If yes, please list them. 



3, Please give at least one suggastiou for improving the course materials. 



4. Please give at least one suggestion for improving tha exercises. 



4 



5. Please give at least one suggestion for improving the consultations, 
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?ield ConstiLcant Questionnaire .- 

The Field Cons^\ltant Questionnaire will be completed by the Field 
Consultants follovring each monthly consu].tation viLh the Participants. 

The data for the items in Section II will he displayed In a time- 
series form for each item (either as polygon or hlsLogran). 

For example: 



5 



Mean 
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1. All that was intended for the consultation was accomplished, 



Itms 1 and 2 in Section III will also be displayed in time series 
form (as polygon or as a matrix with percentages in the cells). 



\ 



IOC 



% of 
response 



Too Frequent 

About Rigat 

Not Frequent Enough 



Uncertain 
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r::i;i:-cr-c.3 CD J.tc;-.^ 3-5 iii Section III woulc bc^ sa;\vl^d and bri-:^fly 
<h-i^cril.< \:l the fi.\.„i f:v:?lvM: xcn report. 
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VII. Participant Consultation Quest ion^xaire 



Draft //2 
8/2/7U 



PARTICIPA^NT CONSULTATION QUESTIONNAIRE 



Name Date 



Please respond to tae following questions following your consxiltation with 
the Field Consultant. 



1. Was the consultation of value to you? 

(a) Highly Valuable 

0>) Somewhac Valuable 

(c) Uncertain 

(d) Slightly Unvaluable 

(e) No Value 

2» Did the consultation nelp solve soae problems you were having? 
(a) Yes 

Co) No 

If yes, check the problen area in which some assistance was received 

Exercise 

- Course Materials 

OrgaMzation 

Other (please indicate) 

3* Please rate the frequency of the monthly consultation. 

(a) Too Frequent 

Ct>) About Right 

(c) Xot Frequent Enough 

(d) Uncertain 

How often would you prefer consultations? 



4. Would you like to ccutip.uQ having consultations? 

(a) Yes 

(b) 

(c) Uncertain 



5. Please give at least one suggestion for improving the consultations. 



2 



6, Please list at least one good item about the consultation. 
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Participant Consultation Questionnaire 

The Participant Consultation Questionnaire is completed by the Parti- 
cipants ar. each monthly consultation. 

Items l-'A will result in data displayed in the following fashion: 



Z of 

response 



IOC 



O ^— 

c — 



NDJFMAMJJASON 
Responses to iteiis 5 and 6 would be sampled and briefly described in the 
final evaluation report. 
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VIII. Judgement Questionnaire 



JUDGEMENT QUESTIONNAIRE 



Date 



SECTION I 

Viease Indicate your level of agreement with the follwing statements, 
Circle your response using the following key: 

1. Strongly Disagree 

2. Disagree 

3. Undecided 

4. Agree 
Strongly Agree 



1. I an glad to be a participant in the Special 
Education Administration Training Program, 

2. I have enjoyed the simiiLatian (s) I pcnrticipated 
in, 

3. I have enjoyed the instructional activities I 
have worked on. 

4. I have liked the people associated with the 
training program. 

5. I would recoiTziend this program to my friends 
if it were, offered again* 

6. My contact with the field consultant has been 
wonthwhile . 

7. Oie arrangements for the entire project have 
been effectively carried out. 

8* Oie arrangements for the entire project have 
been well planned* 

9^ The resources (people and materials) have 
been available when I needed them. 

10. The structure of this " training program is 

more effective than just holding workshops.. 




SECTION II 



!• Ha/e you developed any new ideas as a result of your participation 
in the training program? 

A) Yes, many 

B ) Yes, a few 

C) None 

p) Uncertain 

2. Have you developed any new products as a result of your participation 
in the training program? 

A) Yes, many 

B) Yes, a few 

C) None 

p) Uncertain 

Can you indicate how nany? 

3. Fov^- ;auch of the time you have spent working on activities related 
to the training program has been worthwhile? 



A) 


80-10.}% 


B) 


60-79% 


c) 


40-59% 


D) 


20-39% 


E) 


0-19% 



4. All things considered, how do you rate the over-all quality of the 
training progran? 



A) 


Excellent 


B) 


Quite good 


C) 


Average 


D) 


Below average 


E) 


Poor 
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JUDGMENT QUESTIONNAIRE * 



The intent of this questionnaire is to acquire judgment data from 
the participants. Ihe judgments would concern over-all evaluation and 
the SEATP, attitudes about the program, and reactions to the management 
of the project (simulation and instruction phases) • 

I am proposing that an instrument of this form be administered twice 
during the project. The data would be displayed in the following fashion 
for each of the 12 items. 



Adminis tration 
1 2 



B 
C 
D 



Cells would be filled with the 
number of participants choosing 
response A, B, C, D, or E. 



E 



The data could also be summarized as percentages of participants choosing 
each response (A, B, C, D, E) for each administration. The same matrix 
could be used for displaying percentages. 

' The data could also be displayed in polygon form for each item. The 
ordinate would be either frequencies or percentages while the abscissa would 
be response category. 



Frequency 



First Administration 
-Second Administration 



_First Administration 
-Second Administration 



Mean scores tor ?the iteirs would also be calculated. 
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APPENDIX B 
Performance Objectives 



FISCAL MANAGEMENT 
Performance Objec-tive 
1* Sources of Funds 



FISCAL MATJAGEMET^T [ 

SOURCES OF FUllDS 

!•! General Objective 

The ctudent will specify and correctly apply for state, federal 

and private sources of funds for special education 
1 . 2 Content 1 irritations 

1,2.1 The student will state these sources of special 
education funds. 

1.2.1.1 Federal fund sources: 

ESEA Titles I,II,III,VIB,VID 
Vocational Education Aid 
Vocational Rehabilitation 

1.2.1.2 Minnesota Stats Depeirtment of Education Sources 
Developmental Disabilities 

Foundation Aids 

Local Tax Levy 
Quality Education 

Special Education Reimbursement 

Transportation Aids 

1.2.1.3 Private foundations in Minnesota sources 
Bush Foundation 

Hill Foundation 
Huested Fo^ondation 

1.2.2 The <^r.udent v/ill state about each source: 
1. 2.2.1 The purpose of each fund 

I.2.2.. 2 The ages and types of students for whom it's intended 

1.2 .2 .3 The requirements and procedures for fund application 

1.2.2.4 How the funds are to be used 

1.2.2.5 The funding pattern 

1.2.3 The student will correctly cctrpletie application forms for " 
all sourcei: of furj^^'ng 



1.2.4 From the. Minnesota Guidelines, Regulations and Law, 
specify state residency requirements or responsibility 
for serving resident and non-resident students within 
a district. 

1.2.5 Will specify legal responsibilities of a school district 
for serving handicapped students based upon state and 
federal laws, regulations and guidelines for serving 
the handicapped. 

1.2.6 Will specify a school districts financial responsibilities 
and options (including inter-district, single district 
and cooperative) for serving handicapped students based 
upon state and federal laws, regulations and guidelines. 
J Resources 

During the performance period tht student may have available for 
use any book, guideline and regulation relating to each of the 
funding sources (l.'..l.l, 1.2.1.2, 1.2.1.3). 

4 Item Form 

1.4.1 (for sub-objective 1.2.1) The student can specify 
those sources of funding for special education from 
a list of state, federal and private sources. 

1.4.2 (for sub-objective 1.2.1) Given a list of .federal, state 
and private funding sources, the student will identify 
those for special education. 

'l.4.3 (for sub-objective 1.2.1) Sample Item 

Which of the foUowins is/are sources of federal funding 
for special eduction? 
a. NDEA Title IV 
*b. ESEA Title III 
c. Early Education Act 1970 
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d. ESEA Title IV 

e. All of the above 

1.4.1 (for sub-objective i.2.2) For the funding sources listed 
in 1.2.1, the student will answer correctly any questions 
relevant to the fund's purpose, the c^es and type of 

pupil for whom intended, requirements and procedures 

? 

for applications,- and funding patterns. 

1.4.2 (for sub-objective 1.2.2) Given multiple-choice questions 
and/or true-false statements within rhe content limitations 
specified in 1.2.2, the student will identify the correct 
response. 

1.4.3 (for sub-objective 1.2.2) Sample Item 
ESEA Title VID funds are intended for: 

a. Providin?; compensatory instruction in target school 

b. Initiating new programs 

*c. Ifiservice for Special Education staff 

d. Special Education support services 

e. Supervisory staff 

1.4.1 (for sub-objective 1.2.3) The iudent will correctly complete 
application forms for any source of funding listed in 1.2.1 
and will be able to identify error5= in incorrectly prepared 
forms. 

1.4.2 (for sub-objective 1.2.3) Given an application form from 
funds listed in 1.2.1, the student will complete it correctly. 
Given an application fom containing errors, the student will 
identify and correct tlie errors. 



U4;.3 (for sub-objective 1.2.3) In a similation situation the 
student will write a preliminary letter of intent to ESEA 
Title VID for a district inservice program for Speech 
Therapists, including the anticipated budget. 

(for sub-objective 1.2.4) The student will identify the 
legal responsibility of a Minnesota school district for 
providing education for resident and non-resident pupils 
based upon a discription of a particular child or situation, 
(for sub-objective 1.2.4) Given a- description of a resident 
or non-resident handicapped child, the student will answer 
any multiple-choice or true-false questions about a 
Minnesota school district's legal responsibilities and 
pattern of funding for that child's special education, 
(for sub-objective 1,2.4) Sample Item 

True* or False: The district of residence of the parents 
of a special education child who resides in another district 
(i.e. in a foster home) claims state foundation aids for 
that child. 

1.4.1 (for sub-objective 1,2.5) The student will identify the 
responsibilities of a Minnesota school district for providing 
and funding special education for any eligible resident pupil 
based upon :i description of the pupil and/or the situation, 

1.4.2 (for sub-objective l.Z.5) Given a description of a handicapped 
pupil and/or a situation in a Minnesota school district, the . 
student will av.wcr correctly any ir.ultiple-choice or true-lal-oc 
questions; about the dintrict's le-al responsibilities for 
providln-, special education sci-vices, 

V ! 
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1.4.3 (for sub-objective 1.2.5) Sample Item 

The following is /are reimbursable under special education: 

a. Salary of a certified teacher of mentally retarded 
four year elds 

b. Speech therapists for a four year old hearing impaired child 

c. Neurologist for Special Education staff inservice 

d. School nurse 

e. All of the above 

1.4.1 (for sub-objective 1.2.6) The student will be able to 
specify all legal and financial options open to districts 

to provide inter-district cooperative special education services. 

1.4.2 (for sub-objective 1.2.6) Given a list and/or description 

of possible inter-district Special Education service systems, 
the student will identify those that are legal. Given 
multiple-choice or true-false questions about inter-district 
co-op service systems, the student will identify the correct 
answer • 

1.4.3 (for sub-objective lo2.6) S ample Item 

Which of these interdistrict special education service 
systems has the power to levy separate taxes? 

a. Inter-district cooperatives 

b. Joint-Powers Agreement 
*c. Interr.ediate districts 

d. Special Education Regioncil Centers (SERC) 

e. All of the above 

V 
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FISCAL MANAGEMENT 

2. BUDGETING 

2JL General Objective 

The student will plan, prepare and submit a special education 
program budget using a program planning budgeting system in 
conformity with the Minnesota Uniform Accounting Manual and 
in conjunction with the finance officer of their administra- 
tive district* 

/ 

I 1.1 Content Limitations 

/ 2.2.1 The student will plan and prepare special education budget 

^eluding state based upon a program planning budgeting system (eg. PPBS). 
/ aids) 

2.2.2 The budget planned and prepared will conform to the portion 
of the Minnesota Uniform Accounting Manual on budgeting^ 

1.1.3 When planning and preparing the budget the student will do 
so in conjunction with the districts financial officer of 
the administrative district. 

2.3 Resources 

During testing the student may have available the Minnesota 
Uniform Accounting Manual and any other printed material on 
budgeting that he- wishes. 

2.4 Item Form 

2.4.1 (for sub-objective 2^1.0 The student will plan and 
prepare a special education bud£;et: for a school distirict 

in Minnesota based upo * a progr.-in plan;..ing budgeting system 
(e.g. PPDS) 

2.4.2 (for sub-objective 2.2.1) The stuoont will pinn and pre- 
pare a properly corr.. letci bucl^^c*: vhi.ch is based upon a 
program planning; budgeting -^ystcn for a jjhool district in 
Minnonota. The stucloat will .' -^wer questions 

correctly ccncorning i)rococ..'. res for/Dudgct planning 
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and preparation using a program planning 
- budget system in Minnesota^ The student will answer 
questions about the concept of a program planning 
budgeting system and its application in budgeting. 
The student will identify budgets which correctly 
apply the program planning budget system. 
2.4.3 (for sub-objective 2.2.1) 

2.4.1 (for sub-objective 2.2.2) The budget submitted will 
conform to the budgeting section of the Minnesota 
Uniform Accounting Manual. The student will answer 
questions about the budgeting section of the Minnesota 
Uniform Accounting Manual. . 
2.4.2. (for su::--objcctive 2.2,2) Given budgets which conform 
aAd do not conform to the budgetiTig section of the 
Minnesota Uniform Accounting Manual the student will 
select conforming budgets. 

Given examples and applications of the budgeting 
section of the Minnesota- Uniform Accounting Manual 
the student will select the proper erample or application, 
2.4.3 v" " sub-objective 2.2.2) 

2.4.1 (for sub-objective 2.2,3) The studf-nt will prepare 
their budget in conjunction with -the financial officer 
of the administrative district for which the budget is 
prepared. 

2.4.2 (for sub-objcctivo 2.2.3) The student will respond 
to quostlor.t; ...jnccrning who the budget should be pre- 
pared in co.ij^nction wich by identifying the financial 
officer ol t:ic admLnlstratr.e district. 
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(for sub-objective 2o2.3) In a simulation exercise of 
budget preparation the student will select the financ.ii;! 
officer of their administration as the person to vork in 
conjunction with. 



FISCAL tIANAGEMENT 
Performance Objective 
3. Plan and Manage Funds 



FISCAL MANAGE^^ENT ' 

3. PLAN AND MANAGE FUNDS 

3.1 General Objective 

The student will plan and manaj^s district special education 
funds in accordance with Minnesota regulations 

3.2 Content Limitation (sub-objectives) 

3.2.1 Can explain and identify basic school accounting procedures 

prescribed by state and federal law and the Minnesota 

Uniform Accounting Manual including: 

"'3.2.1.1 Major account catagories and their limitations 

3«2.1,2 Cost accounting 

--3. 2,1. 3 Accounting for salaries 

3.2.1.4 Integrating public and private* funds 

- 3.2.1,5 Accounting for non-resident students 

3.2.1.6 Authorizing special education expenditures ( 

.2.1.10 Proration of state 3.2.1.7 Determining budgeted figures, expenditures and 
aids ar4 excess cost reiir*- 

bursrcent funds remaining in any special education account 

•2.1.11 ' Cash flow, borrowing at any time 

authroity and investnent 

-3.2.1.8 Making legal changes in accounts 
"^3.2.1.9 Making legal transfers of funds 

3.2.2 Will explain and demonstrate procedures and purposes for 
forecast fiscal needs for special education given necessary 
financial data about the program. 

3.2.3 Will explain and dc:nons tratc purposes and procedures of 
fiscal auditing and how to prepare for a fiscal audit. 

3.3 Rcsoiircas 

During; tcstir.- the student ray have available the Minnesota 
Uniform Account Lr.>: M.muul and any printed material relating 
to planning ar.d xana^zinc; public funds. 
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3.4 Item Form 

3.4.1 (for sub-objective 3.2»1) The student will explain and 
identify basic school accounting procedures prescribed 
by state and federal law and the Minnesota Uniform 
Accounting Manual. The procedures include: major 
account catagories, cost accounting, accounting for 
salaries, integration of public and private funds, 
accounting for non-resident students, authorization 
of special education expenditures, determination of 
budget figures, expenditures and funds remaining in 
any special education account at anytime, legal changes 
in accounts and trai.sfer of funds. 

3.4.2 (for sub-objective 3.2.1) Given explanations of 
correct and incorrect examples of accounting procedures 
the student will identify the proper procedure or 
explanation. 

Given a definition or explanation of a procedure the 
student will identify the procedure or explanation. 

3.4.3 (for sub-objective 3.2.1) 

3.4.1 (for sub-objective 3.2.2) The student vill explain 
and denionstrate purposes and procedures for forecasting 
fiscal needs for special education giv.i.\ chn necessary 
data about the program. 

3.4.2 (for sub-objective 3.2.2) Given correct and incorrect 
procedures and purposes for forecasting the student v;ill 
select LViC proper purpoisec and proc. ! res. 
Given e>n^l^nation-; (step by stop) of forecas tin.;, the 
studenu -./ill selccL tlvj corT'cct '^.equence. 




The student will forecast financial needs given the nec- 
essary data* 
3.4.3 (for sub-objective 3. 2.2) 

3.4.1 (for sub-objective 3.2.3) The student will explain and 
demonstrate purposes and procedures of preparing for a 
fiscal audit. 

3.4.2 (for sub-objective 3.2.3) Given correct and incorrect 
explanations of purpose and procedures of fiscal auditing 
the student will select the proper purposes and procedures. 
Given correct and incorrect procedures for preparing for 

a fiscal audit the student will peiect the proper procedure. 
Given the necessary data for a fiscal audit the student 
will prepare for the audit. 

3.4.3 (for sub-objective 3.2.3) 



FISCAL MANAGEMENT 
Performance Objective 
4. Record Keeping and Reporting 
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FISCAL KATIAGEMENT 
RECORD KEEP IMG AT^T) KEPORTn:G 

4.1 General Objective 

Tb.e student will plan and maintain a system of record keeping 
and reporting that includes the documentation of need for 
services^ district's legal responsibilities for providing 
services^ fomal requests for state and federal funds, cind 
reporting of services provided and entitlement for reimburrce- 
ment as required by state and federal regulations, 

4.2 Content Limitations 

4.2.1 Will develop and maintain district special education 
fiixancial records and reports as required by regulations. 

4.2.2 Will properly prepare and submit on time the required 
state and federal forms requesting financing and 
reporting expenditures, 

4.2.3 V7ill prepare and present to the appropriate board ? report of 
the district's rpecial education financial 

needs that includes : 

4.2.3.1 documentation of the needs (program and financial) 

4.2.3.2 statement of district's legal responsibilities as 
determined by state and federal law. 

4.2.3.3 cost analysis and comparison of alternative programs 
that will r.eet. neecs, 

4.2.3.4 economic value cf sr:ti»cial education 

4.3 Resources 

During testing the studer.t nay have avaj-lable any printed 
material relating zo accounting, tuicerir.q and reporting procadure 
that he wishes. 



4.4 Item Form 

4.4.1 (for sub-objective 4.2.1) The student will state the 

records and reports that must be kept and submitted for 
- each of the sources of special education funds as stated 
by regulations for each funding source. 
The student will explain the procedures for development 
and maintenance of a financial record keeping and 
reporting system as required by state and federal regu- 
lations. 

4.4.2 (for sub-objective 4.2.1) Given sources of special 
education funds the student will state the financial 
repc-ts and records that must be kept and submitted for 
each us stated in the regulations for each funding source. 
Given procedures for development of a financial report 
and record keeping system the student will sequence them 
properly or identify missing procedures required by 
state and federal regulations. 

Given correct and incorrect explanations for development 
of a report and record keeping system the student will 
select the proper explanation. 

Given the necessary data the student will develop a 
financial report and record keeping system which meets 
state and federal regulations. 
4.4.3 (for sub-objective 4.2.1) 

4.4.1 (for sub-objective 4.2.2) The student will state the , 
sub.T.ission date, general address for submission and 
proper form for every source of special education funds. 
The student will properly prepare and submit on time the 
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records and reports (forms) required by state and federal 
regulations for each source of special education funds 
used by their district. 

4.4.2 (for sub-objective 4.2«2) Given a source of funds the 
student will state the forms, submission dates and address 
for that source. 

Given financial and program data the student will 
properly prepare and submit on time the report and 
records necessary for that source. 

4.4.3 (for sub-objective 4.2.2) ; 

4.4.1 (for sub-objective 4.2.3) The student will state the 
procedures for documentation of needs. 

The student will state a districts legal resrponsibility 
for special education. 

The student will explain the steps for cost analysis 
and comparison of alternative programs th^L meet needs. 
The student will explain the procedure for determining 
economic value of special education. 

The student will prepare and present to the appropriate 
board a report of the districts special education finan- 
cial needs which includes: documentation of needs 
"(progran and financial), statement of districts legal 
responsibilities, cost analysis of various alternative 
programs, and the economic value of special education. 
4.4.2 (for sub-objective 4.2.3) Given correct and incorrect 

procedures for documentation, of need the correct proccd- 
^ ure will be identified. 

Given all or part of the procedures the studdnt will 
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put them in proper sequence. 

Given incorrect and correct legal statements the student 
will identify those which are correct statements for 
special education. 

Given correct and .incorrect steps for cost analysis and 
comparison of alternative programs that meet needs, the 
student will select the proper steps. ' 
Given correct and incorrect steps for determining the 
economic value of special education the student will 
select the proper steps. 

Given appropriate data about a special education program 
the student will prepare and present to the appropriate 
board a report of the districtr special education 
financial needs which includes: documentation of needs, 
statement of districts legal responsibilities, cost 
analysis of various alternative programs, and the econ- 
omic value of special education. 
4.4.3 (for sub-objective 4.2.3) 
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PERSOIJNEL MAi^'J^GEI-IEKT 
Performance Objective 
.1. Staff Relations 
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PERSONNEL MANAGEMENT 

!• STAFF RELATIONS 

1.1 General Objective 
The student will dev&lop and implement a system of management 
tliat is consistent with the demands of his job, and includes 
routine office management, task delegation to appropriate 
staff, personnel supervision/ public relations and communications 
with staff, administrators and .parents, and • personnel 

record keeping. The system must comply with state and federal 
law applying to Personnel. 

1.2 Content Limitations 

The development and implementation of a system of management 
should be consistent with the demands of the job and includes: 

1.2 .1 Attending to daily mail and other related 
routine job matters. 

1.2.2 Delegation of tasks to staff 

1.2 .3 Resolving all personnel grievances, (i.e. application of law 
redirecting, confrontation and listening skills) 

1.2.4 Communicating and public relations with staff/ - 

leck, emphathizing, administrators and parents iri special education m: .(.Grs.(i.e. listening 

insensual decision communicating ideas and feelings lucidly and sue :..Ln tly, preceptioh^ 

iking, and joint 1,2. 5 Developing and maintaining a personnel record .-rr 
coblem solving. 

# 

system. 

1.2.6 Conformity with State and Federal Laws relating to 
personnel. 

1.3 Resources 

The studont can refer to the special education directors 

trained staff and state and federal laws and regulations, 

staff, administrators and parents for opinions. State and federal 

laws and regulaticns pertaining to personnel record keeping. 



Item Form 

( for sub-objective 1.2.1) The student will identify the 

rationale for handling mail and other routine matters. 
1,4.2 (for sub-objective 1.2.1) Given. mail and other routine 

maters to handle the student will identify the rationale 

utilized. 
1.4»3 (for sub-objective 1.2^1) 



1.4.1 (for sub-objective, 1.2.2) The student will identify 
the rationale for delegation of a task to personnel. 

1.4.2 (for sab-objective 1.2.2) Given the task and its 
delegation the student will identify the rationale for 
its delegation. 

* 

1.4.3 C^^or sub-objective 1.2.2) 



1.4.1 (for sub-objective 1.2.3) The student will identify 
the management theory or style being applied to man- 
a^inS staff perforrnance on a task. 

1.4.2 (for sub-objective 1.2.3) Given a 'sitaation for 
ensuring task performance by staff the student will 
identify the management theory or style being applied. 

1.4.3 (for sub-objective 1.2.3) 
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L.4.1 (for sub-objective 1.2.4) The student will identify 

correct application of stace and federal laws applying 
to grievances. 

1.4.2 (for sub-objective 1.2.<^) Given a grievance and its 

solution the student will identify correct application 
of the law involved. 

"i.4.3 (for sab-objec;:ive 1.2,4) 



1.4.1 (for sub-objtcuive 1.2.5) The stxident resolves all 
perscnr.el grievances brought to their attention in 
conformity with federal and state laws and. regulations. 

1.4.2 (fox sub-obj active 1.2.5) Given a grievance the student 
will select the best procedure for resolution. 

1.4.3 (for sub-objective 1.2.5) Mrs. Smith, the history 
teacher wants to go on leave for 3 weeks but Mr. Larson, 
the principal could not find anyone to fill her nnst^ 
teirporarily so he refused her application for leave. 

As the special education director, what would you do? 

1.4.1 (for sub-objective 1.2.6) In cormanicating with staff, 
administrcitors and par'cnts, the student demonstrates 
coiiamiaicatioa and public relation skills, such as being 

• able to solicit their cooperation and support without 
gettins into ar.rar.ents resulting in ill-feelings. 

1.4.2 (for sub-objective 1.2.6) Giv»n a set of ca.ie studies 
based on public rclaticas, the student will identify 
different methods of tacklinr, different situations. 
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L,4«3 (for sub-objective l.Z^o) The parents of Mary want 
Mr. Larson, the principal to provide a certain piece 
of fiquipment for Mary in order to help her read* Mr* 
Larson sees no necessity for this. As the special 
education director you know there is no budget provision 
for this* The parents turn to you* What would you do? 

1*4*1 (for sub-objective 1*2*7) The student develops and 

maintains a personnel record keeping system within 

federal and state laws and regulations* 
1.4*2 (for sub-objective 1*2*7) Given questions on content, 

purpose and laws relating to personnel record -keeping, 

the student will answer them correctly* 
1*4*3 (for sub-objective 1*2.7) The personnel files of 

different people should be kept under lock and key for 

purposes of privacy* True or False 



PERSONNEL MANAGEMENT 
Performance Objective 
2. Manpower Planning 



PERSONNEL MANAGEI^NT 
KANPCV7ER PIATn.'TMG ' 

2.1 General Objective 

The student will develop and implement a Manpower Plan that 
is consistent with program goals and objectives and state and 
federal laws and regulations, to include . forecasted 
personnel requirements, job descriptions for all jobs aiid 
staff reorganization schedules • 

2.2 Content Limitations 

The development and implementation of a manpower plan which 
includes: 

2.2.1 Identification of program goals and objectives 

2.2.2 Application of state and federal laws and regulations 
on Special Education staff, 

2.2.3 The forecasted number and type of personnel needed 
in order to carry out the prioritized set of goals 
and objectives 

2.2.4 A job description for every job under the supervision 

of the special education director including the directors 

2.2.5 Reorganization of staff schedules due to new or 
replacement staff 

2.3 Resources 

The student can refer to program goals and objectives and 
state ar.d f^^deral laws and reg^jl.-.tions on special education. 

2.4 Item Form 

2.4.1 (for sub-objective 2.2.1) The student identifies 
program goals and objectives set-up for that period. 

2.4.2 * (for sub-objective 2.2.1) Given necesrary program 

data the student will correctly answer questions to 
identify program goals and objectives. 



2.4.3 (for sub-objective 2.2.1) Sample Item; 

What are the three major objectives of this year's 
program for special education? (List) 

1 

2 •• 

3 

2.4.1 (for sub-objective 2.2.2) The student can apply- state 
and federal laws and regulations to manpower planning. 

2.4.2 (for sub-objective 2.2.2) Given questions in federal 
and state laws and regulations pertaining to special 
education manpower planning the student will answer 
them correctly. ■ 

2.4.3 (for sub-objective 2.2.2) 



2.4.1 (for sub-objective 2.2.3) Given the program goals and 

. objectives, and a list of existing available personnel, 

the student will analyze and forecast manpower need^=:,- ^ 

such as the nunber and type of personnel needed. 

2.4.2 (for sub-objective 2.2.3) In a setting where the student 
is given a set of program goals and objectives and a 
list of existing available personnel, the student will 
analyze and forecast manpower needs. 

2.4.3 (for sub-objective 2.2.3) Given the inforrnation below, 
as the special education director you are to analyze and 

Q forecast m^mpovror needs: 
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1. Program goals and objectives 

2. List of existing available personnel and the 
.scbools they cover 

3. Present economic condition 

4. Present market conditions in relation to employment 

2.4.1 (for sub-objective 2.2.4) The student identifies and 
describes in a job description every .task done by each 
person under the special education director's super- 
vision. 

2.4.2 (for sub-objective 2.2.4) Given a set of tasks the 
student will identify and write a job description. 
Correct and incorrect job descriptions can be identified 
by the student. 

2.4.3 (for sub-objective 2.2.4) Name five tasks typically per- 
formed by a child psychologist. 

(for sub-objective 2.2.5) The student selects and 
reorganizes staff due to new placements and replacements, 
(for sub-objective 2.2.5) The student will schedule new 
and replacement staff into a given pro&ram applying 
appropriate procedures, 
(for sub-objective 2.2.5) 



2.4ol 
2.4.2 

2.4.3 



PERSONNEL MAi^AGEMENT 
Performance Objective 
3, Recruitment and Selaction of Staff 
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PERSONNEL MAilAGEMENT 
RECRUITMENT AIID SELECTION OF STAFF 

3.1 General Objective 

The student will, with the help of the superintendent or 
trained staff, plan and inplement a recruitment and selection 
system in conformity with federal and state laws and regulations 
to accomodate manpower needs Ly conducting interviews 
and evaluating credentials. 

3 . 2 Content Limitations 

The r-ecruitment and selection system developed must ^ 
have these attributes: 

3.2.1 Conformity with federal and state laws and 
regulations especially in the area of discrimination. 

3.2.2 Solicitation of the help of the superintendent 
or staff when necessary. 

3.2.3 Applies various methods of recruiting personnel 
where appropriate. 

3'.2.4 Differen;:iation and utilization of different 

personnel selection techniques such as interviews, 
credentials and evaluation by other ^taff members 

3 . 3 Resourc es 

The student can refer to state and federal laws and regulations 
on enplo^'T.ent and the superintendents staff. 

3.4 Item Form 

3.4.1 (for sub-objective 3.2.,;) The student can identify staff 
recruitment and selection systems which comply with state 
and federal laws and regulations on employment. 



3.^.2 (for sub-objective 3.2.1) Given laws and applications 
the student will identify the proper laws and applica- 
tions of them to employment. 

Given examples of recruitment and selection systems, 
the student will identify those which conform with 
state and federal law. 
(for sub-objective 3.2.1) 



3.4.1 (for sub-objective 3.2.2) The student solicits the help 

of the superintendent or the staff of the special 

education director when necessary. 
3.U.2 (for sub-objective 3.2.2) Given a situation the 

student will identify the rationale for involvement of 

the superintendent's staff. 
3.4. 3 (for sub-objective 3.2.2) Did you ask the superintendent 

for help in situation. What was your rationale2 

3.4.1 (for sub-objective 3.2.3) The student states the most 
effective ways of recruiting different personnel e.g. 
by advertising in the daily newspaper, placements in 
colleges and universities. 

3.4.2 (for sub-objective 3.2.3) Given a set of statements on 
recruiting sources, the student will rank them in order 
of effectiveness for each particular job type. 

3.4.3 (for sub-objective 3.2.3) To recruit a vision teacher, 
I would: 

Q a. put a placement in the nev/spaper 
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h. ask friends to recoirmend someone 

c. ask the university to recommend someone 



3.4.1 (for sub-objective 3.2.4) The student differentiates 
and discriimninates between different selection techniques 
and reconimend different techniques for selecting different 
job positions. ^ 

3.4.2 (for sub-objective 3.2.4) Given a set of selection 
techniques, the student will state the advantages and 
disadvantages of each technique and recommend techniques 

^ for soliciting different job type. 

3.4.3 (for sub-objective 3.2.4) Give three advantages and 
di.sadvantages of interviewing. How effective is inter- 
viewing used for the selection of vision teachers? 
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PERSONNEL MANAGEMENT 
Performance Objective 
4. Staff Development 
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PERSONNEL MANAGEMENT 

4, STAFF DEVELOPMENT 

4.1 General Objective 

The student will create amd iiriplement a staff development 
program based on personnel requirements of existing 5Uid 
newly recruited staff, to inform and train them on new 
developments and programs r and to upgrade their skill 
levels to achieve greater performance in meeting program 
objectives by providing confe: oncxrs, meetings, workshop*; 
aind in-service sessions. 

y * 

4.2 Content Limitations 

The creation and implementation of a staff development 
program should be based on: 

4.2.1 Evaluating and appraising skill level of 
new and existing staff on new developments 
in special education and skills needed for 
achieving greater performance in procirams.. 

4.2.2 Providing training conferences, workshops 

or in-service sessions on new developments, and 
achieve greater performance in meeting 
objectives for programs for new and existing 
staff in a manner permitted by law. 

4.2.3 The requirements of State and Federal law for 
Staff Development. 

4.3 Resources 

The student can refer to State and Federal law pertaining 

to staff development and other references on the organization 

and planning of staff development. 
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4.4 Item Form . 

4.4.1 (for sub-objective 4.2.1) The student evaluates, and 
appraises informational and' knowledge lev^l new 
and existing staff on new developments in special 
education and skills needed for achieving greater 
performance in programs. 

4.4.2 (for sub-objective 4.2.1) The student will answer 
questions on steps to evaluate Informational and 
skill level of new and existing staff. 

4.4.3 (for sub-objective 4.2.1) Sample .item: l)o all vision 
teachers under your supervision know about technique 

X on treatment? How did you evaluate them? 

4.4.1 (for sub-objective 4.2.2) The student states how to 
organize conferences, meetings, workshops and inservice 
sessions for new and existing staff. 

4.4.2 (for sub-objective 4.2.2). The student will list and 
state relationships for all the variables to consider 
in organizing conferences, workshops, and inservice 
sessions, e.g. guest* speakers, trainers, cost of sessins, 
time and place consideration, objectives, evaluation, law 
and teacher involvement. 

4.4.3 (for sub-objective 4.2.2) List the major steps to 
consider in organizing an inservice session. 
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PERSONNEL MANAGEMENT 
Performance Objective 
5» Evaluation 



personi;el management 

evaluation 

5.1 General Objective 

The student will develop and implement an Evaluation System 
to measure the performance of staff based on job descriptions, 
program goals and objectives, and if necessary to take action 
on dismissal or retraining. 

5.2 Content Limitations 

The development and implementation of the Evaluation 
system includes: ^ 

5.2.1 Measurement and evaluation of performance of administration and 
staff based on- job description and program 

goals and objectives. 

5.2.2 Taking the action indicated by the law cjid , 
management style to dismiss or retrain the staff. 

5.3 Resources 

The student can refer to principals, administrators or 
superintendent for opinion, law and regulations pertaining 
to evaluation, and resources on management style. 

5.4 Item Form 

5.4.1 (for sub-objective 5.2.1) The student differentiates 
becween different evaluation and measurement techniques 
and evaluates staff performance. 

5.4.2 (for sub-objective 5.2.1) The student will describe 

and apply the different evaluation and measurement techniques 
available for measuring staff performance. 



(for sub-objective 5.2.1) Sample item: Whic of the 
following are personnel evaluation and measuTement 
techniques: 



(for sub-objective 5.2.2) The student uses the performance 
of staff based on job descriptions and program goals and 
objectives, to take. actions for retraining or dismissal 
as indicated by the law and management style, 
(for sub-objective 5.2.2) The student will state and 
show how to use the job description and program goals 
and objectives to evaluate die performance of staff 
within the appropriate law and the management style used, 
(for sub-objective 5.2.2) Samr^le item: You dismiss 
Ms. S who is in a city of the First Class and has 
worked two successful years*. True or False. 



PROGRAM DEVELOPMEIIT 
perforKiance Objective 
1. Needs Assessment 
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PROGRAM DEVELOPMEOT 

NEEDS ASSESSMEIIT 

1.1 General Objective 

The student, with the help of ddirdnistrators anu region al 
consultants, will develop a Needs Assessment Plan for ex- 
ceptional children that is in confoririity with Federal and 
State Laws and Regulations, to develop a prioritized set of 
goals to be implemented. 

1.2 Content Limitations 

The Needs Assessment Plan miist ^ 

1.2.1 be- consistent with Federal and State Laws and 
Regulations on Special Education 

1.2.2 be developed wi' district administrative 
staff and regional consultants 

1.2.3 reviev? existing program performance and develop 
a set of goals and objectives based on 
lanfulfilled goals and future need requirements 

1.3 Resources 

The student can refer to Federal and State Laws and Regulations 
on Special Education, District administrative staff and regional 
consultants help when necessary, and existing program goals 
and objectives. 

1.4 Item Form 

1.4.1 (for sub-objective 1.2.1) The student can state Federal and 
State laws and regulations on special education services. 

1.4.2 (for su)- -objective 1.2.1) Giyen a set of questions 
on Federal and State Lav?s and regulations the student 
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will correctly identify proper applications and statements 
of them. 

(for sub-objective 1.2.1) 



lc4.1 (for sub-objective 1.2.2)The student states the correct 

person to consult when necessary. 
1*4.2 (for sub-objective 1.2.2) The student will identify the 

the correct person to consiilt on different, matters in 

doing a needs assessment 
1,4.3 Cfor sub-oU;:iCtive 1.2.2) When will you meike an attempt 

to meet with the admiiiistrative stiaff ? 

1.4.1 Cfor sub-objective 1.2.3) The student evaluates past 
performance and develops a prioritized set of immediate 
as well as long range goals and objectives. 

1.4.2 Cfor sub-objective 1.2.3) Given a case study on needs 
assessment, the student will develop a prioritized set 
of iiOT.ediate as well as long ra^ige goals and objectives. 

1.4.3 (for ,rjib-objective 1.2.3) Given the facts below, develop 
a prioriti::ed set of irtmediate as well as long range 
goals ar*d objectives. 

— past performance 

— past goals and objectives 

—present needs 
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1.4.1 (for sub-objective 1.2.4) The student will state and 
explain the components and procedure of a needs assessment 
in proper order. 

1.4.2 (for sub-objective 1.2.4) Given components and procedures 
student will identify, order, and explain those which 
are part of a needs assessment.. 

1.4.3 (for sub-objective 1.2.4) 



PROGBAM DEVELOPI'IENT 
Performance Objective 
2. Child Study System 
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PROGRAM DEVELOPMENT 

miTD STUDY SYSTEM 

2.1 General Obiective 

The student will pleui and develop a Child Study System in 
conformity with Federal and State Laws and regulations on 
Special Education, which results in accumulation of data 
which can lead to appropriate program development and 
placement. 

2*2 Content Liriitations 

The development of a Child Study System must include 

2.2.1 Compliance with Federal and State laws and regula- 
tions on Special Education 

2.2.2 reading professional literature, attending workshops 
seminars and meeting on Special Education or acquiring 
Information on new developments and techniques ulsed 

2.2.3 Organizing staff conferences to determine programs for 
individual children 

2.2.4 consulting or informing the appropriate superintendent 
on the number of such children and recommended programs 
for their placement 

2.2.5 developing diagnostic assessment and screening procedure 

2.2.6 having a prescribed program of treatment and recommended 
placement for each child 

2.2.7 ensuring that each recormended program is acceptable 
to parents concerned 
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2.2.8 Making provisions to allow for. changing needs 
Resources 

The student can refer to Federal and State laws ajid regulations 
on Special Education, professional literatiire on Special 
Education, Superintendent for help or advice, and parents 
concerned. 
Item Form 

2.4.1 (for sub-objective 2.1) The student will state, identify, 
sequence and correctly apply the components of a 
Child Study System as described by law, regulations, 
guidelines and professional practice. 

.2.4.2 (for sub-objective 2.1) Given Child Study System 

procedure the student will identify those that do or 

do not comply with professional practice, law, regulations, 

and guidelines. 

Given components and procedures of a Child Study System 
the student will sequence them properly as defined by 
law, regulations, guidelines and professional practice. 
Given examples of a Child Study System the student 
will identify the components and procedures. 

2.4.1 (for sub-objective 2.2.1) The student identifies 
Federal and State laws and regulations on Special 
Education and their correct application. 

2.4.2 (for sub-objective 2.2.1) Given a set of questions 

on Federal and State lavs and regulations the student 
will answer then; correctly. 



2.4.3 (for sub-objective 2.2.1)" 



2.4.1 (for sub-objective 2.2.2) The student identifies the 
curren\: literature available on Special Education 
Child Study and describes the content. 

2.4.2 (for sub-objective 2.2.2) The student will identify 

the current literature available .on Special Education and 
describe the content. 

2.4.3 (for subrcbjective 2.2.2) Name the current literature 
available on Special Education. 

2.4.1 (for sub-objective 2.2.3) The student organizes staff 
conferences to determine progreu^as for students. 

2.4.2 (for sub-objective 2.2.3) The student will organize 
staff conferences to determine placement. 

2.4.3 (for sub-objective 2.2.3) Did you organize staff 
conferences? \<hex\7 What is the agenda? 

2.4.1 (for sub-objective 2.2.4) The student consults with the 
superintendent on prograr.s and placements. 

2.4.2 (for sub-objective 2.2.4) The student will indicate 
whether he/she did consult the superintendent on 
progrcins and placements. 

2.4.3 (for s b--objGctive 2.2.4) Did you consult with the 
superintendent on the placement of child X? 



2.4.1 (for sub-objective 2.2. 5) The student prescribes a 
program of treatment and recommends placement for 
each child. 

2.4.2 (for siib-objective 2.2.5) Give^a set of case studies 
on chili problems. The student will analyze and 
recommend treatment and placement. 

2.4.3 (for s\±>-objective 2.2.5) Given the facts below, 
give the recommended treatment 

—history of child X 
— current position 

2.4.1 (for siib-objective 2.2.6) The student meets with 
parents to ensure programs* cind placements are accepted 
by them. • • " 

2.4.2 (for sub-objective 2.2.6) The student will write a 

report or check a list of parents to ensxire he did meet with 
them to discuss programs and placements. 

2.4.3 (for sub-objective 2.2.6) Write a report on child X — 
treatment recommended. 

2.4.1 (for sub-objective 2.2.7) The student makes provision to 
allow for changing needs*. 

2.4.2 (for sub-objective 2.2.7) The student will answer 
correctly questions on provision and plcuining for future 
needs. 

2.4.3 (for sub-objective 2.2.7) V?hat are the things to 
consider in planning for future needs? 

1 1 ; i 



PROGRAI-1 DEVELOPMENT 
Performance Objective 
Organization of Design Elenents 



PROGRAM DEVELOPMENT 
ORGANIZATION OF INSTRUCTIONAL SERVICES 
3*1 General Objective 

The student will develop and implement an instructional 

.lervices prpgram in compliance with Federal and State 

guidelines to meet the overall and specific needs identi-- 

fied by child study and direct service -personnel. ' ^. 

3.2 Content Limitations 

The development and implementation of the total Special 
Education Program to meet the overall and specific child study 
needs includes 

3.2.1 personnel in terms of number and type required (refer 
to manpower planning and personnel selection) 

3.2.2 instructional materials and equipment required to 
implement program 

3.2.3 time and space requirements by 

3.2.3.1 consulting with the administrative staff on 
facilities usage 

3.2.3.2 scheduling transportation routes to be taken 

3.2.4 availability of community agencies when necessary and regulat 

regarding use 

3.2.5 coordination with regional program development when 
advantageous to do so 

3.2.6 integration of special student* s into mainstream when it 
benefits the children 

3.2.7 develcpr.cnt of program based upon needs identified in 
the child study 

Ij.) 



3*3 Resources 

The student can refer to existing available material, 
administrative staff for advice and parents when necessary. 

3.4 Item Fonn 

3.4.1 (for sub-objective 3.2.1)The student will determine 

the number and type of staff required based upon program 
needs. 

3.4.2 (for sub-objective 3.2,1) Given a program the student 
will identify staff needs. 

3.4.3 (for sub-objective 3.2 .1) Refer to manpower planning and 
personnel selection. 

3.4.1 (for sub-objective 3.2.2) The student * identifies what 
instructional materials and equipment are required to 
implement program. 

3.4.2 (for sub-objective 3,2,2) Given instructional materials 
and equitment the student will correctly select materials 
and equipment for different programs. 

3.4.3 (for sub-objective 3.2.2) Select the most appropriate 
material and equipment for a given child's program. 

3.4.1 (for sub-objective 3.2.3) The strident determines and 
locates tine and space resources to meet requirements. 
The student will plan and implement a transportation 
service for a program. 

3.4.2 (for sub-objective 3.2.3) Given program needs the 
student vi?.l state and dencnstrate how to schedule and 
locate tlTie and space requirements cind transportation. 

3.4.3 (for sub-objective 3.2.3) 
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3.4.1 (for sub-objective 3.?. 4) The student states how^ when, 
and where to contact community agencies when necessary cind 
what services they offer. 

3.4.2 (for sub-objective 3.2.4) Given program needs the 
student will answer questions on how, when^and where 
to obtain corxiunity agencies correctly as needed. 

3.4.3 (for sub-objective 3.2.4) What are the coimrrunity 
agencies available now and where are they located? 

/ 

3.4.1 (fo^sub-objective 3.2.5) The student will coordinate 
with regional program development when advantageous 

to do so.- The student will state when it is advantageous 
to coordinate with regional programs . * 

3.4.2 (for suI-D-objective 3.2.5) Given a program the student will 
coordinate with regional program development correctly. 

3.4.3 (for sub-objective 3.2.5) When is it beneficial to 
co-ordinate with regional program development? 

3.4.1 (for sub-*objective 3.2.6) The student states how, when, 
and why to integrate special students into mainstreams 
'./hen it benefits the children. 

3.4.2 (for sub-objective 3.2.6) ^Given a case study on a special 
student the student will state when and demonstrate 
procedures to integrate special education children into 
mainstream. 

3.4.3 (for sub-objective 3.2.6) 
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Cfor %ub-objective 3.2.7) The student will state and 
Identify the procedures for developing program based upon 

"vi 

needs j.dentified in the child study • 

3.4.2 (for sub-objective 3^2.7) Given a student's program 

needs the student will state and Identify proper procedures 
for developing a program which achieves those needs w 

3.4.3 (for sub-objective 3.2.71 



PROGRAM DEVELOP>!EN'^' 
Performance Object Lve 
4. Evaluation System 



PROGRftW DEVELOPMENT 



Evaluation System 
4.1 General Objective 

The student will develop and implement an Evaluation System to 
evaluate the effectiveness of the total special education l^^^^f 
and to use such feedback for program modification and future 
changes. 
4*2 Content Limitations 

4.2.1 The student will develop and recommend appropriate evaluation 

criteria and procedures to administration and staff 
4.2*2 The student will implement the evaluation plan utilizing 
appropriate data collection procedures, i.e., conferences 
vith classroom teachers to examine the teacher/student 
program 

4.2.3 The student will appropriately utilize feedback for program 
modification 

4.3 Resources 

The stud' Jit can refer to staff and parents communication and feed- 
back information. 

4.4 Item Form 

4.4.1 (for sub-objective 4.2) The student will sequence, state and 
apply correctly the procedures for aji evaluation system. 

4.4.2 (for sub-objective 4.1) Given examples of procedure applica- 
tion the student will select the proper application. Given 
procedures the student will identify those for Evaluation. 
Given procedures the student sequence correctly those for an 
evaluation system. 



4«4,1 (for sub-objective 4,2 ,10 The student will discuss with staff 
and parents the effectiveness of various programs implemented • 

4.4.?. (for sub-objective 4. 2 .J) Given questions on whether the 
student did meet with staff and parents to discuss the 
effectiveness of the various programs implemented. 

4.4.3 (for sub-objective 4*2,3J Did you meet with staff and 

parents of child X to review the effectiveness of the program? 
When? 

4.4.1 (for sub-object ive 4.2^) Tn;" student states 'how to use 
feedback for prograiTi modification and future changes. 

4.4.2 (for sub-objective 4.23) The student will identify and 
state procedure for utilization of the feedback for . 
program modification and future changes. 

4.4.3 (for sub-objective 4.2.3) How can you use the feedback for 
program modification and future changes? 
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